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Webinar Reporting Cost 
Objectives 

• Recognize when costs may be reported

• Describe who can report costs

• Report estimated premium costs using 
data entry

• Report gross eligible costs using data 
entry

• Submit costs entered via data entry

• Report adjusted costs

• View cost reports

• Identify impact on Payment Setup
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Webinar Requesting 
Payment Objectives 

• Describe who can request payment

• Recognize when payments may be 
requested

• View cost reports

• Request a payment

• Discuss what happens after a payment is 
requested

• View the various payment statuses
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Reporting Cost
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Recognize when costs may 
be reported

• Application must have been submitted 
and approved. 

• Payment Setup must be complete for the 
application.

• The payment frequency associated with 
the application must be monthly, 
quarterly, or interim annual. 

• The Plan Sponsor has not already 
submitted the maximum number of 
payment requests for the application.
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Recognize when costs may 
be reported

• All costs must be submitted within 15 
months after the end of the plan year.  
Cost report(s) are required prior to the 
submission of a new interim payment 
request.  

• There is no limit to the number of cost 
reports that may be supplied by a Cost 
Reporter. This flexibility is granted in 
order to ensure Plan Sponsors can 
always accurately report costs. 
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Describe who can report 
costs

Data Entry - Account Managers, Plan Sponsor 
Designees and Vendor Designees may enter 
costs using data entry method for those benefit 
options that they have been assigned the Cost 
Reporting privilege.  Authorized 
Representatives cannot submit costs since the 
Authorized Representative is always a Payment 
Requestor for the application. 

Mainframe - Anyone who has contacted the RDS 
Center and followed the appropriate 
instructions to report costs using mainframe.  
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Report estimated premium 
costs using data entry

Log into the RDS Secure Web Site.

From the Plan Sponsor List with Application Summary page, 
select the Plan Sponsor ID for which you want to report costs. 

From the Application List page, select Interim Costs from 

the Actions dropdown, and click Go.
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Report estimated premium 
costs using data entry

On the Interim Cost Benefit Option List page, find the 
appropriate Benefit Option for which you would like to enter cost.

From the Action(s) dropdown list, select the Enter/Update Costs 
option and click Go. 
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Report estimated premium 
costs using data entry

Find the Month/Year that you would like to enter costs for and click 
the edit link.
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Report estimated premium 
costs using data entry
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Report estimated premium 
costs using data entry

Click Save. 
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Report estimated premium 
costs using data entry

Click Return to Benefit Option List. 
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Report estimated premium 
costs using data entry
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   Report gross eligible costs 
using data entry
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   Report gross eligible costs 
using data entry
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Submit Reported Costs
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   Submit Reported Cost
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   Submit Reported Cost

Click Confirm button. 
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   Submit Reported Cost

Click Continue. 
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   Submit Reported Cost
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   Identify impact to Payment 
Setup

• The following actions will be prevented 
in Payment Setup once the Cost Reporter 
has submitted a cost report.

– Once a Cost Reporter submits costs under any 
Benefit Option on an application, the Cost Reporter 
cannot change their privilege to request payment.  
The Cost Reporter is locked into the Cost Reporter 
role for the life of that application. 
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Report Adjusted Costs



25

   Report adjusted costs

Cost Reporters are required to re-
supply the total costs aggregated 
for a month when reporting cost 

adjustments by replacing previously 
reported costs and resubmitting the 
cost report in the RDS Secure Web 

Site, or via mainframe. 
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   Report adjusted costs

For example: 

• June you submitted costs that resulted in 
a cost report of $1,000 for March, and 
included that $1,000 in the payment 
request. 

• July you report adjusted costs for March 
that resulted in a cost report of $800 
($200 less than previously reported), 
and you submitted new costs that 
resulted in a cost report of $1,500 for 
April. 

• Payment request would be $1,300. (The 
$200 difference from March would be 
deducted.) 
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   Report adjusted costs

From the Application List page, find the appropriate Application 
Number. 

Select the Interim Costs option in the Actions dropdown list. Click 
Go.
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   Report adjusted costs

Find the appropriate Benefit Option for which you would like to adjust 
cost. From the Action(s) dropdown list, select the Enter/Update Costs 

option.  Click Go.



29

   Report adjusted costs

Find the Month/Year that you would like to adjust costs and click the 
edit link. 
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   Report adjusted costs
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   Report adjusted costs
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   Report adjusted costs 

Re-aggregate the cost data for the month 
being adjusted and, any other month 

after that month affected by the revised 
retiree cost data, as threshold reduction 

and limit reductions for individual 
retirees may have affected the amounts 

reported in subsequent months. 
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View Cost Reports
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   View cost reports 

Mainframe

• Error-free displays on the RDS Secure Web Site 
24 – 48 hours. Automatically submitted. 

• Critical errors that prevented processing, a RDS 
Electronic Data Interchange (EDI) 
Representative will call the submitter to discuss 
the errors. There will be no record of the 
mainframe file submission in the RDS Secure 
Web Site. 

• Errors in the data, but not critical, view specific 
information about the file and the 
corresponding errors on the Audit Trail page.
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   View cost reports 

Data Entry

• Can only be saved if error-free and 
displays instantly on the RDS Secure 
Web Site. Automatically submitted. 

• Two step process: Save & Submit. 

• View specific information about the file 
on the Audit Trail page.
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   View cost reports

• You are able to view reported costs if at 
least one cost is saved using data entry 
or submitted via the mainframe without 
errors. 

• The costs you will view are the last cost 
figures accepted for a given month, 
regardless of whether those costs are 
saved, submitted, and/or included in a 
payment request. 
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   View cost reports

On the Application List page, find the appropriate Application 
Number. Select the Interim Costs option in the Actions dropdown 
list. Click Go. 
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   View cost reports
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   View cost report audit trail

On the Application List page, find the appropriate Application 
Number. Select the Interim Costs option in the Actions dropdown 
list. Click Go. 



40

   View cost report audit trail

From the Action(s) dropdown, click View Cost Reports.
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   View cost report audit trail
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   View cost report audit trail

On the Application List page, find the appropriate Application 
Number. Select the Interim Costs option in the Actions dropdown 
list. Click Go. 
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   View cost report audit trail
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   View cost report audit trail
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Request Payment
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   Describe who can request 
payment

• Only a current Payment Requester can make a 
payment request. 

• A Payment Requester may be an Account 
Manager with payment request privilege; a 
Designee with payment request privilege; or 
the Authorized Representative. 

• An application may have one or more Payment 
Requesters simultaneously assigned to the 
application.

• An Account Manager with cost reporting or 
view only privileges may view the Build 
Payment Request page, however they may not 
build a payment request.
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   Recognize when payments 
may be requested

• Application must have a current status of either 
Approved or Approved Appeal.

• Application must have an interim payment 
frequency (monthly, quarterly, or interim 
annual). 

• Payment Setup must be complete.

• Authorized Representative Verification (vetting) 
is in “Approved” status for the current 
Authorized Representative. 

• At least one Benefit Option is eligible for 
inclusion in the payment request and has been 
included in the payment requested.
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   Recognize when payments 
may be requested

• At least 15 days have passed since the 
last payment approval if the payment 
amount was greater than zero or 30 days 
have occurred since the last payment 
request; whichever is the later.  

• Maximum number of payment requests 
has not been met for the application.

• Not within the first 30 days of their plan 
year.
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   View cost reports as Payment 
Requester
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   View cost reports as 
Payment Requester
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   View cost reports as Payment 
Requester
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   View cost reports as Payment 
Requester
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   Request Payment
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   Request Payment
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   What next?

• E-mail is sent to notify the Plan Sponsor after a 
payment has been approved.  The e-mail is sent 
to the Account Manager, and the Authorized 
Representative is carbon copied (cc). 

• Requested payments will be processed within 
30 calendar days from the date of submission of 
the request. 

• Payment statuses: Payment Requested, 
Payment Processed, Payment pending due to 
EFT Failure, Payment Rejected due to 
Debarment
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Thank you!


